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DOCUMENT NAME: Printing - GSA
DAFIS DOCUMENT TYPE: 37

1. Description: GSA Requisition for Reproduction Services is used to request printing,
graphics, and audiovisual work from GSA.

2. Primary Forms: GSA-50, Requisition for Reproduction Services

3. Related Forms: None.

4. Document Number: Standard Number - unit assigned.
SAMPLE: 3794904FABO0OO1

Document FY Procurement FY Contract Program Document
Type Funded  Site Originated Region Element Sequence Suffix

37 94 90 4 F AB 001

5. Accounting Line: If multiple accounting lines are used, a different suffix is required
for each accounting line.

SAMPLE: 2/F/401/136/30/0/AB/12345/2409

6. FINCEN Critical Processing Requirements: Issuing units must ensure that the
following information is included on each GSA Form 50 submitted to FINCEN:

a. Full Requisition Number in block 1.
b. The Shop Job number must appear in the Shop Job No. block and must be legible.

c. The Billing Office Address Code (BOAC) must appear in block 10, followed by
ALC 69-02-5102. (BOAC may be obtained from GSA)

d. The appropriate Treasury Symbol followed by a full line of accounting must appear
in block 9. (See Appendix B for Treasury Symbol for the appropriation cited in the
line of accounting.)

7. Other Information: None.
8. LUFS Information:
a. Standard generic input is made through the Record Spending module.

b. Obligation will transmit electronically via LUFS.
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8. c¢. A copy of the GSA Form 50 should be mailed to FINCEN and should have the
statement on the face of the document:

"OBLIGATION TRANSMITTED ELECTRONICALLY VIA LUES"

d. This document should have the public/government indicator set to "G".

9. Document Flow:

GSA UNIT FINCEN
Heguest
or Prepares Obligation
Printing Requisition
OPAC Bill QPAC Eill
Collection Payment

Figure: 12F-3 Printing - GSA
a. Figure 12F-3 describes the procedures for processing the Printing - GSA form.

b. The target unit prepares a GSA Form 50, Requisition for Reproduction Service
describing the service required.

c. One copy of the request is given to GSA, one copy is retained in the unit files, and
one copy is mailed to the FINCEN. The copy mailed to the FINCEN must contain
the Job Shop No. entered by GSA.

d. The FINCEN receives an OPAC bill from GSA. Individual charges are spread to
the unit.

10. Sample Form: See Figure 12F-4.
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11. PES Report:

TRANS BATCH COST 0OBJ UNDELIVERED ACCRUED
DOCUMENT ID CODE NUMBER CENTER CLASS COMMIT ORDERS EXPEND EXPEND
3794904FAB001000 051 94025FHAA 12345 2409 0.00 31.25 0.00 0.00
3794904FAB001000 136F 94055F111 12345 2409 0.00 31.25- 0.00 31.25

12. References: COMDTINST M5600.6, Policy and Procedures: Printing, Duplicating,
Copying.
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1 AEG, MO, [ACT NO, GBA ONLY) REGUISITION FOR ErAGe 108 Mo,
SD4FABOOL REPRODUCTION SERVICES 500640 0556
L DATE FREPARED This form is 1o be used for printing, dupl- | &3 e
1994 éating, photographic reproduction, malling | FLANTY 0T ] OUT PROC 12 TOTAL
A DATE WORK REGUIRED and distribution mic.u., : Submit white, 31.325
17 JAHN 1994 salmon, blue, and pink copes, 00 NOT USE THIS SPACE
4. AGENCY OR DEPARTMENT BURLAU DIVISION AND BRANCH
DEPARTMENT OF TRANSPORATION| U. 5. COAST GUARD USCGC Neversail
B LOCATION (Bullding, roam, and afree! address ) CITY ETATE FLP CODE
1234 Coast Guard Blwvd. Portsmouth VA 23703=-2197
& FOR IMFORMATION CALL {Name and phone no.d | 8, nwﬁ:;;;.zTﬂl:IlH AND ALLOTMENT CHARGEABLE

CWO[PERS) T,M.BARNES X4663 7

T TYPL OF SERVICE

*  3/F/401/136/30/0/AB/13345/2409

] FRINTING AMOYOR BINDING :
O ADDRESRIMNG ANDYOR MAITLING
0 DISTRIBUTION

O MAILING LIST MAINTENANCE

10, BILLED OFFICE ADORESS CODE (BOAC)

1L CUSTOMER QODNVERSIOMN CODE (CCC), GSA ORLY

0 OTHER 12 FORM NUMBER AND TiTLE OR DESCRIFTION OF MATER AL TO BL PRINTED
B SPECIFICATIONS
QUANTITY REQUIRED |COVER PAFER (WL & celar) C. G. LETTERHEAD

1000 WHITE POND
e oS~ OF | TEMT PAPER (We. & color) 113 SPECIAL INSTRUCTIONS {For sdditipnal inses artech plain sheet, chick bere 0)

0l
COLOR INE - COVER | COLOR INE - TEXT
BLUE

FRINT: R OME SIDE DMLY
O hean To vEAD O HEAD TO FOOT

O HEAD TO LEFT O HEAD TO RIGHT

CORMPLETED SIZE:

O 10w~ x 16
= o011~ x 17~ EST. COST 531.25
G 8= = 10k 0 16* = 21*
Dew™ x11™ O ez
OB w 14" O OTHER
WA RGINS: FOLD TO
ovTor_ = 0O®IRART
OLEFT " OPERS " -
ASSEMBLE: 00 AS PAGED
0O AS FOLIOED O PER DLsmamY
N DG

0O SIDEWIRE
O PLASTIC ©OMB

O PERFECT

14, DISTRIBUT IBN

[ SADDLE WIRE
O SCREW POST

0O ASCD O LOOSE LEAF

MAIL OR DISTRIBUTE OM:

O HAMD LIST ATTACHED
O PRINTRUT ATTAC HED

O MAIL LIST NUWBER/CODE
O DTHER {Expladn wsdar Speeial Pasrree fioae)

ETAPLEDD O oM Toe O LErFT SiDE 5. DELIVERY
MO, OF STAPLES: O oHE 0O Two O THREE MUMBER OF IM OF PERSON TO WHOM
FADDED: MO, SHEETS FER FAD CORES WORK 15 TO BE DELIVERED BUILDING | ROOM MO,
PUNCHING: O Top O RIGHT SIDE uscGCc
O BoaTTOM O LEFT SIDE 1000 CWo4 J.J. Smith [Heversail
MO, OF HOLES [DIAMETER | POSITION OF HOLES)
CTOC
18 CERTIFICATION
GRO snum:rs HAVE BEEM COMSIDERED AND mmmnu [ J:m'r nev;m_p.. THE USE OF MORE THAN GHE
-rms [ 1' 15 1M COMPLLA c& WITH JCE E-:msg: % LOR ﬁé ACCORDMMCE WITH
INCLUDING PARAGRAR 412, urnr. L.smensmn -n:“J:i PARTMENT REGULATI
SHEEIFIEA & | THE ILL LS TRATIONS LSED iM
SARY 'I'DHE!'I' MEHI:\" EI:H.IIIIEM ™ [="] F
IE’ O AELATE ENTIRELY
’éi:'“' A C.¢ a‘u}f— 7IAN94
J. . Smith, CWO4, USCG C.G. Coast, LCDR., USCG
SIGNATURE DATE APFROVIMNG OFFICER (Signsture and date) APPROVAL [Signofure snd dete)

GEMNERAL SERVICES ADMINISTRATION

Figure 12F-4 GSA-50,

GSA Form 50 (REv. 11800

Requisition for Reproduction Services
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